Mobile MSS Approval w/Cost Allocation
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Mangers approving timesheets through Manager Self-Service on mobile devices will now see cost allocation
available. If you are using a mobile device, the correct version will automatically load on your mobile device in
the suitable format; therefore, no selection is needed. We have listed all available formats below for your
information. For the purpose of this training document, all views will be in the iPad view.
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To access the Employee Self-Service Portal use https://khris.ky.gov Log in using your KHRIS User ID
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https://khris.ky.gov/

Under Manager Self Service, Select the Time Approval drop-down to show timesheets in

need of approval. /
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The manager can review the time data for accuracy, including hours worked, 6 ADL, cost
allocation, and notes. The manager can approve or reject the time.
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The employee can potentially cost allocate to an Accounting Template, Unit, and Activity (as seen below).

Accounting Template

(None)
0IG CMP Program Administration
HAAJCL)

LTC INVOL. DISCHARGE MEDICAID

HAAAAB

LTC INVOL. DISCHARGE NON-MEDICAID

HAARAC)

NURSING HOME COMPLAINTS
HAAAAD

DAY CARE INVESTIGATIONS
HAAAA

COMPLAINT INVEST TITLE 19

HAAAAG

NURSING HOME REFORM LAW
(HAAACA

LIC ACTIV FOR HLTH FAC SERV
HAAADA)

Provisional Licensures for Health Faciiities

HAAAEA

NURSE AID REGISTRATION

(HAAAGA;

GENERAL OIG SUPPORT

& < Time Recording v
& Create Time Entry
14 Jan 2020 >
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Entry Detalls

Hours
75
Note

Notes may be typed in here

v Att/abs. type

Aft /Absence type

Regular Hours (1REG) &
Accounting Tempiate

Provisional Licensures for Health Faciities (HAAAEA) @
Unit

DIVISION OF ACCOUNTING AND PROCUREMENT SEF 5

Activity

CHFS ENERGY MANAGEMENT ANALYSIS EQUIPMENT

Unit

(None)

OFFICE OF ADMIN & TECHNOLOGY SERVICES
000A)

OFFICE OF THE OMBUDSMAN
0008)

OFFICE OF ELECTRONIC HEALTH INFORMATION
000C

OFFICE OF PUBLIC AFFAIRS
(000D

Activity

(None)

CHFS ENERGY MANAGEMENT ANALYSIS EQUIPMENT

(0549,

BENEFIND
(BENE

CHFS CONSTRUCT OATS & OIG OFFICES
(CHO1

CONSTRUCT SECURE FILE ROOMS AND OFFICES FOR DHR

(CHO3)
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If the manager rejects the time, there are multiple rejection reasons the manager can choose from the
drop-down list. If the time is rejected, it will be routed back to the employee for correction.

Rejection Reason

Incorrect cost overrides
Unapproved OT recorded
Absence missing approval

Need documentation

Insufficient staffing for Absence
Insufficient Leave Balance

Other

Less than daily schedule reporied
Wrong Abs/Att code used

Leave taken but not reflected

Hours worked but not reflected
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If the time is approved, the manager will need to confirm the approval by selecting “OK”.

a < (O

Confirmation

Do you want to approve the selected entries for Murray

Dana R?

PC/DHRA/DEM/PY
2/18/2020



